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Uploading CAP Confirmation Attachments in NIMRS: 
Uploading of attachments is done on the “Follow-UP Details II” tab page in the incident report. 

1. The files are attached to Recommendations, so in order to attach a file, you must first create       
the recommendation. To create a recommendation, click on the Add Recommendation button.  

2. A window will appear with fields for entering information about the recommendation. 
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3. All of the fields except Recommendation Desc (Description) have drop-lists or calendars            
for entering information. The Recommendation Desc field is for free text entry. 

 

4. You must fill in all of the fields in order to add the recommendation properly.             
Once you have done that, click on the Add Recommendation button. 
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5. The recommendation information will move to the grid and a new window will appear for adding  
the next recommendation. Notice that an Attach Files button appears next to the recommendation  
on the grid. Click on the Attach Files button. 

6. A window appears warning that attaching the files will permanently save the incident.               
Select Yes.
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7. The NIMRS Attach Control windows will appear. Click on the Browse button to locate the file that you
want to attach to this recommendation. Please note that files cannot be larger than 5.0 Megabytes (MB).

8. Locate and select the file that you want to attach and double click on it.
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9. This moves the file to the NIMRS Attach Control Screen. Once the file name appears in the field on
the NIMRS Attach Control Screen, click on the Upload button to upload the file.

10. Once uploaded, the file appears under the recommendation to which it was attached. There are buttons
available to Edit, Remove, or Attach additional files to that recommendation. Or, you can add other
recommendations and attach files to them.

Examples of attachments that would be uploaded to confirm CAP implementation would be:

Revised policies or procedures
Training records
Documents that show environmental repairs or changes

Currently, there is no limitation to the types of files that can be added, but there is a 5.0 Megabytes (MB) limit
on the file size.


